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PERSONAL INFORMATION

NATIONALITY:
Kenyan

VISA STATUS:
Employment

NOTICE PERIOD:
Immediately
LANGUAGE:
English & Swahili (Fluent in Written & Spoken)
CAREER OBJECTIVE

To enhance my professional administrative as well as secretarial skills in a dynamic and fast paced organization. These include receiving, handling and resolving customer related issues in a prompt and amicable manner. 
CAREER ATTRIBUTES

· Excellent verbal & written communication skills.

· Excellent in time management, planning &organization skills.

· Flexible/adaptable, reliable & stress tolerant.

· Customer service orientated. 

· Honest, confident, loyal, hardworking and ambitious.

WORK EXPERIENCE

DATE OF EMPLOYMENT

2012 to date 

NAME OF EMPLOYER

Shangri-la Hotel, Dubai (contractor)
POSITION HELD


CCTV Operator
Key Responsibilities

· Operating and monitoring all systems in the control room while ensuring that all the work is done in compliance with the standard operating procedures, legislation and code of practice. Reporting any equipment failure to the supervisor in order to maximize operation of the system.
· Assisting in the training of new recruits or corporate trainees on the operations of the department. 
· Delegating and supervising the duties assigned to the security officers assisting with the daily operations of the department.
· Providing efficient and courteous radio/intercom/telephone etiquette when dealing with all inquiries.
· Responding to all fire alarms, panic alarms and medical emergency promptly as well as alerting the ERT (Emergency Response Team).
· Overseeing the proper execution of work permits and gate passes after issuance by the department. 
· Handling of lost and found valuable items plus keeping them safely until they are returned to the rightful owner or handed over to the police after the expiry of the duration stipulated by law.
· Reporting and recording all events or incidents in a clear, precise and accurate manner in the occurrence book daily.
· Daily auditing of keys, cameras plus lost and found valuable items kept in the control room.

· Organizing and maintaining records within the department in the form of both soft/hard copy for reference plus retrieving them when needed as well as observing cleanliness in the control room.
DATE OF EMPLOYMENT

2000 – 2010

NAME OF EMPLOYER

Kenyatta University

POSITION HELD


Administrative Assistant/Secretary

Key Responsibilities

· Greeting, welcoming and attending to inquiries from lecturers, students & visitors in a prompt and pleasant manner.
· Receiving, directing and attending to incoming calls, correspondence and documents to the appropriate members of staff promptly.

· Attending and handling students’ matters amicably.

· Making outgoing call for the boss, lecturers and staff.
· Preparing and typing correspondence for signature and dispatch.
· Typing documents such as minutes, reports, proposals and legal documents.

· Developing, recording and filing correspondence and documentation in their respective files.

· Organizing and preparing departmental meetings, seminars and workshops.

· Handling of departmental financial and stationery requisitions as well as monitoring and controlling the usage.
· Keeping information secure and confidential.
DATE OF EMPLOYMENT

1990 – 1999

NAME OF EMPLOYER

Ministry of Local Government
POSITION HELD


Personal Assistant/Secretary

Key Responsibilities

· Greeting, welcoming and attending to visitors, incoming calls, correspondence and documentation professionally.

· Making outgoing calls for the boss and travel arrangements when necessary.

· Preparing itinerary for travel and managing the day to day dairy/calendar.
· Preparing and typing correspondence for signature and dispatch promptly.
· Typing documents for distribution such as minutes and reports.

· Organizing, recording and filing correspondence and documentation.

· Organizing and preparing meetings, seminars and workshops.
· Keeping office equipment operational and organize for maintenance when necessary.

· Maintain confidentiality in all aspects on daily operation.
· Handling of stationery requisitions and petty cash as well as monitoring the usage.
EDUCATIONAL BACKGROUND

DATE OF STUDY


June 2011 – December 2011

NAME OF INSTITUTION

Magtech Inspiration Centre

QUALIFICATION


Certificate in Customer Care

DATE OF STUDY


January 2008 - June 2008

NAME OF INSTITUTION

Pioneer Institute

QUALIFICATION


Certificate in Computer Application

DATE OF STUDY


January 2002 - November 2002

NAME OF INSTITUTION

Kenya Technical Teachers College

QUALIFICATION


Diploma in Technical Education (Secretarial) 

DATE OF STUDY


January 1981 – November 1984

NAME OF INSTITUTION

St. Francis Girls’ High School

QUALIFICATION


Kenya Certificate of Education Examination

HOBBIES

· Travelling – exploring exotic regions
· Sports – volleyball, table tennis and athletics

· Reading – informative literature, magazines & journals

· Volunteer work

· Listening to music

